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ABSTRACT 

The United States Training and Employment Service 
General Aptitude Test Battery (GATB) , first published in 1947, has 
been included in a continuing program of research to validate the 
tests against success in many different occupations. The GATB 
consists of 12 tests which measure nine aptitudes: General learning 
Ability; Verbal Aptitude; Numerical Aptitude; Spatial Aptitude; Form 
Perception; Clerical Perception; Motor coordination; Finger 
Dexterity; and Manual Dexterity. The aptitude scores are standard 
scores with 100 as the average for the general working population, 
and a standard deviation of 20. Occupational norms are established in 
terms of minimum qualifying scores for each of the significant 
aptitude measures which, when combined, predict job performance. 
Cutting scores are set only for those aptitudes which aid in 
predicting the performance of the job duties of the experimental 
sample. The GATB norms described are appropriate only for jobs with 
content similar to that shown in the job description presented in 
this report. A description of the validation sample is also included. 
(RC) 
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Hnvolopt^^nt o'' I SPr Snocific AptltU'^o Test Rattpry S-l^H^??; 

For 

Kpy-Punch Operator (clerical) 215. 1^8? 

This report Hescribfs the research v/hich rosiilte^ in the ficvelop- 
nont of the followinr. Specific Aptitude Test Battery for use in 
selectinr. i nexner i oncer" or untraire'^ i n'li v i f^tial s for traininr an 
Kfiy-Punch Operators t 

Ant i tuf^es Ctitttn;^ '"^cores 

C - Genernl Learning Ao'lity 7S 
Q - Clerical AptituHe 110 
- Manual Dexterity 75 



Four Male*; ^n<^ fenaler. enploye-l as Key-P»inch Operators. The 

sanple consisted! of IfiR -ninority rroun i nr!i v i -iual s of which 120 
•.yerc ulact:, IS were Spanish Surnamer', *■ were Oriental, 3 were 
A--:erican Indian anc^ 1 v;as Polynesian. The rest of the sairipl e con- 
siste."^ of nonninorlty ^^roun nenbers. The r^eo.Tranh i c distribu- 
tion is shov/n in Taf>le 1. 

TABLE 1 



Geographic Distribution 



florth 



Mon- 

r'.inori tv :iinor i tv St^t;?? 



31 



113 



Connecticut, Illinois/ In'^iana 
Massachusetts, M{chir;an, Min- 
nesota, Mew Jersey, Mev/ 
York, Ohio 



South 

V^est 
Total 



52 



1U8 



70 



205 



Alabama, Ar'^r.nsas, Florida, 
North Carol ina, Texas, West 
Vi rr,i ni a 

California, New Mexico^ Oregon 



Cri terion : 

Supervisory rating's. Criterion data v/ere collected durlnp; 1973. 

Concurrent (test and criterion data were collected at approximately 
the sane tine). 



Concurrent Validity : 

Phi coefficient for total sample = .'>^ (P/2 < .f^f^OS) 



Q^hi coefficient for the Black subsanple 
TChi coefficient for nonninority sul'sanip 



ERlChi 



1 



= .?n (p/2 < .025) 
le « .23 (P/2 < .^005) 
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Effectiveness of Battery f or Total Satnnler 

For the total sa^^ole^ ^^1^: of th^ nontes t-nol ectod indiviH- 
anis in this study vvere in thp hijrh criterion /^muo; if they hnM 
been test^sel octod 71^; would hnve been in the hirh criterion grouo. 
3*^?:; of the nontest -sel ected individuals in this study were in the 
low criterion 0;roup; if they had been test •sel ected 2n<> would have 
been in the lov; criterion r;roup. The effectiveness o^ the battery 
is shown in Table ?• 

TA^.LE 2 

Effectiveness of Battery for Total Sa'nple 

Wt thout Tests Wi th Tests 

Hir,h Criterion 61?; 71^ 

Group 

Low Criterion 30^^ pn^- 

Group 

Comonrison of Minority and K'onminoritv Or ouns : 

Kvi differential validity for this battery was found* The differ- 
erce betw»?en the pht coefficients for Black and non'rti nor i t y ^'rroups 
is not statistically stf.nlficant (C? - •.23). The battery is fair 
to Blacks^ since the prot^ortion of Blacks who met the cuttin<^ 
scores approximated the proportion who were in the hip:h criterion 
f.roup; h^^' of the Blacks net the cuttlnp: scores and were in the 
hiRh criterion rroup. 



JOB ANALYSIS 

A job anjlysis was nerforned by observation of the workers* per- 
formance on the job and in consultation with the workers' super- 
visors. On the basis of the job analysis^ the job description 
shown in Appendix h v;as prepared which v/as used to (1) select an 
experimental sample of workers v/ho were performing the job duties; 
C2) choose an appropriate criterion or measure of job performance; 
(3) determine which aptitudes are critical^ imoortant^ or irrele- 
vant to job performance (see Tables 3 and fi); and (U) nrovide in-* 
formation on the applicability of the test battery resultinn from 
this research. 
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TABLF 3 



^•inlitative Analyn!? 
Rasec' on the jo^? annlv«;ls^ the aptitude?? ln^fcnto'< apnn^r 
to be critical or Important to t^^o \.'r,rk per forn^f^H 



G - 



Apt ' tU 

General Learnin^r Abilitv 



Q - Clerical Porception 



K - footer Coordination 



F - Fin re r Dexterity 



- ftanua I Dexter i ty 



'^at iona 1 n 

Hequl rrd to follnv/ instruction*; «;o 
that correct format Is follov^e'^ In 
preparln<t propraTi carHs and readlnp: 
the f^ata. 

Required in quickly and accurately 
nerceivln.", coded and uncoded data 
to be keypunched. 

Required to coordinate eyes end 
hands quickly an--* accurately In 
naklnr; precise movencnts vhile 
operatin.'' thf» !-.ey-punch or koy- 
taoe nachine. 

!^eauired to nove f Infers nuickly 
and accurately to manioulate keys 
on keyboard. 

[Required to move hands s'./iftly and 
accurately while operatlnA the key- 
ptinch or key- tape nachine^ to handle 
«iource data, an-^ boxes of car^^p, and 
to load and unload card hopper. 



EXPERIMENTAL TEST' BATTERY 
All 12 tests of the GATB, B-1007P. v/ere administered durln<T l"??. 

CRITERtOM 

The inmediate supervisor rated each \;orker. The ratings were 
obtained by neans of personal visits of State test development 
analysts v/ho explained the ratinjr procedure to the supervisors. 
Two ratin;?s v/cre obtained from each supervisor with an interval 
of tv/o weeks betv/een the ratinj;s. Since sanple me'nbers* test 
scorns are confidential, supervisors were not av/are of the 

individual's test performance at the time the ratin^js v;ere 
co'npleted. 
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A descriptive ratinti scale was use<^. The scale (see ADoenHix 5) 
consists of itens. Five of these ite'^is cover different aspects 
of joh performance. The sixth iten is a global i ten on the 
Key-Punch Operator's "all-around" ability. Each iten has five 
alternatives correspon^i n-; to different def^rees of joh proficiency. 
For the purpose of scorinii the itens^ veirhts of 1 to 5 were 
assir>ned to the responses. The total score on the rating scale Is 
the sum of the \7ei<^hts for the six itens. The possible ranr,e for 
each ratin^T is R-3r*. 

A review of the job description indicated that the subjects 
covered by the ratinr. scale \/ere directly related to im- 
portant aspects of job performance: 

A. Amount of work: Key-Punci Operator must quickly key-Pnnch 
f'ata on cards or tape. 

E. Quality of v;ork: Key-Punch Operator nust key-punch data in 
a prescribed manner and in accordance with written or oral 
i ns t ruct i ons . 

C. Accuracy of v/ork: Key-Punch Operator nust kev-punch data with 
n mininur> of error. 

D. Amount of knowle^^'^e: Key- Punch Operator must know the opera- 
tion of the -lachine in order to riovo s\n tches and depress keys 
correctly and in the proper sequence. 

E. ^'ariety of job duties: Key-Punch ^ erator nust be able to 
follow Instructions as v/ell r.s loa«' the nachine with cards 
or "garnet ic tape and properly operate the Machine to quickly 
and acctirately key-ounch data. 

F. "All-around" ability: Koy-p«jnch Operator's value to the 
enployer involves a combination of the aspects of job per- 
fornance listed above. 

A reliability coefficient- of .83 was obtained brtwpcn the initial 
ratlnrts an*^ the re-ratinrs, indicatinr a sir.nificant relationship. 
Therefore^ the final criterion score consists of the conbined 
scores of the two ratings. The possible ranjre for the final 
criterion is 12-nn. The actual ran;ie is 21-00 The mean is Uh^l 
and the standard deviation S.I. The relationship between the cri- 
terion an'< are, e^'ucation and job experience Is sho\;n in Table 
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TABLE U 



ProHuct-'^oment Correlotions with tho Critorinn (r) for 
A:.o^ Fiucnt t on anr! Ex peri pnco 



Tot.it 



r 



A':e ( years ) 
Erfucat i on ( yoars) 
Expor t onco ( ^lont h*^ 
on current Job) 




n 



7 



\ nun 



About ono-thi r-^ of tho \10rko.r9. nrr cons i .*^f»rpfl to ho nor^-iinnl 
workors; thoroforo^ the criterion H i st r I hut 1 on -.'ris d I chotorii 70'^ 
so .ir> to incltjf'e as close as nosslhlc to one-thir'^ of tho nnnple 
in the lo«v critorion .crroun anH tho ronaindor in tho hi.Th criterion 
fcroup. The critorion cuttinr: scoro v-/ns sot ot '»1 «.hich places 
3"": In tho low criterion f:roun nnd Rl"; in tho hi^^h criterion 
?roup. It was net possible to place nroc»soly one-third of tho 
'•'orkors in the low critorion r.roup hocatise of tho nature of the 
critorion <n str i hut ion. 



The sa:nplo consistec^ of four nales and 3'^^ fenalos e'lployei as Key- 
punch Operators with various orr:an i .7<Tt i ons in Alabama, Arkansas* 
California, Connecticut, Florida, Illinois, Indiana, Massachusetts, 
flichi^an, Minnesota, \'ew Jersey, Mo\/ .Mexico, N'ow Yort;, 
North drolina, Ohio, Orer.on, Texas and l.'est Vir;;inia (see Appen- 
dix ?). A total of If'H were -.linority .rroun nonbers (1?0 Blacks, 
15 Spanish Stirnaned, Orientals, 3 Anorican IncMans, an'^ 1 Poly- 
nesian). Means and standard deviations for ase, education and 
experience are sho\/n in Table h» A nre-enployp^ent test (State norit 
examination or an aptiturie test) had been j^iven to a snail propor- 
tion of the sample. The remiinler of the saniplo was not tes t-sel ecte*^ . 
All workers had been enoloyed at least four months ?r jobs 'vith 
duties sinilar to those found in the job description in Appendix U. 
Descriptive statistics for subrrouos are shov/n In Appendix 1. 
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STATISTICAL RESULTS 
TABLE 

StntUticnl Results for Total Snnpln 



M=555 





Apt \ 


Mean 


ID 


jr 


n - 


General Learning Ability 


no. 7 


1H.7 




V - 


y'?rbal Aptitu-lo 


7 


12. r 


.1^3** 


N - 


Nuncrical AntituHn 




ir,.o 


.270** 


s - 


Spatial Aptiturio 


01. R 


ir-.o 


.16!** 


p - 


Form Perception 


inn. 






0 - 


Clerical Perception 


ll?!.'. 






K - 


M'Jtor Coordination 


111. 


13. n 




F - 


Finjr.er Dexterity 




?1.2 


,nnp 


n - 


Manual Dexterity 









**S i gn i f i cant at the .01 level 

Table 6 sumnarizes the qualitative analyses anr^ statistical lesults 
shown in Tables 3 and 5 and shows the aptitudes considered for in- 
clusTon in the battery. Aptitu'^es F and M as veil as aptitudes 
with significant correlations were considered for Inclusion in the 
battery because Aptitudes F and M vje.re rated as critical on the 
basis of the job analysis and aptitude K was rated important on 
the basis of the Job analyses and this aptitude had a relatively 
hifih nean score. 
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TAHLE n 

•^'jr-n.^rv nf nu;,lltntivo ,?nc^ Oiinnt i t flt i Hnta for Totnt Sn"nn1e 

Apt ? tiK^e*; 

Typo of ITvMpnco V N 5 p o k F h 

••Critical" on B^sis y x""""x" 

of Jnb An<! 1 yn i 5 

"Mportant" on Basis X X 

of Job Analysis 

"I rrf^levnnt" on Basis 
of Job Ana 1 yr; i s 

Holatively Hiph XXX 
Mean 

f^plativply Low StandarH y x 

Dev int ion 

Sir.nificant Correlation X X X X X X 

with Criterion 

Aptitu'ies ConsiHert^H for Ci V N S P Q K F f1 
Inclusion in the Battery 

The infornation in Table n inHicates that the follox/ing aptituHes 
shoulH be considered for inclusion in the battery: V, P, 

F and H. The objective ?s to develop a battery of 2, 3 or'ti 
aptitudes v/ith cutting scores set at five point intervals at the 
point (a) where about the same percent will meet the cutting 
scores as the percent placed in the hi«?h criterion group and 
(b) x/hich will r.iaximi;:o the relationship between the battery and 
the criterion. The cutting scores are set at approximately one 
standard deviation below the nean aptitude scores of the sample, 
with deviations above or below these points to achieve the objec- 
tives indicated above. 

The follov/ing battery resulted: 

Apti t;udef> Cutting Score^ 

G - General Learning Ability 75 
Q - Clerical Aptitude Hn 
M - flanual Dexterity 75 
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VALIDITY OF THE BATTFr^Y 
TABLE 7 

VcTliHlty of Battery for Total '^amrle 

Below Moetin/» 
Ciifrting f^corcs Cuttintt Scores Jo la J 

HiRh Criterion 69 
Group 

Low Criterion 75 fil 13R 

Group 

Total lUU 2m 353 

Phi corfficipnt 5* .73 
Sisnificance level = P/?. < .0005 



TABLE 7a 

Validity of Battery for Black Sub«;ample 

Below Meeting 
Cutting Scores Cutting Scores loJLal 



High Criterion 29 ^0 59 

Group 
►w Cri 
Group 



Group 

Low Criterion 52 1** 51 



Total fil 5« 1?0 

Phi coefficient = .20 
Significance level =* P/2 < .025 



11 



TABLE 7b 

Validity of Battery for Monninority Subsnnnle 

Bp low Mecttn<» 
Cuttinr. Cuttinn Scores i Q .taJ. 

Hifth Cri terion 33 ^.7 130 

Group 

Lev/ Cri tor ion 30 39 75 

Group 

Total rq 130 ?05 

Phi coef f icii-'nt » .23 
Significance level = ?/? < .nC05 



OCCUPATIONAL APTITUDE PATTERN 

This occupation v/as incorporateH into OAP-2'^ in Section M of the 
If^yi edition of the Haniial for the USES General Antitude Test 
Battery v/i th a 'Mouhle asterisk" (**), because the batterv Hid not 
contain the sane aptitudes as included in OAP-P^" but a sirnificant 
phi coefficient v/as obtained betv/een the criterion anc' the nAP-?n 
cuttinr scores of V-^O, 0-100 and A phi coefficient of .12 

(P/? < .075) wns obtained. 

APPLICABILITY OF BATTE'^Y 

The aptitude test battery nay he used in the selection of inex- 
perience'' applicants for the job described In Appendix 't. 
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noscriptivo Statistics for Rlacl: An-" ''on-ti nor i t y <ltj>.r roiios 



(N«l?n> 



'Jon- 11 nor i t y 



Vat I ,ih 1 rt 


f Sonn 




, MPF^'* 




n 




n 


PanjTf? 


Antitir^<^ H 




n 


lU 


o 


'•;!»-ll'i 




1 


in 






Antittjf'o V 










7?-1 11 




1 


1*^ 


n 

• 


r - 1 ii c 


Ar-tit'idr ^' 




h 


13.* 




^>'»-ir!c 


"'^! 


r 


1 5 


r 

• 




AptitnHo <5 




1 




% 


ri-127 






17 


7 

* 


r.l-l'*3 


Af^titude P 


100. 


1 


17. 




55-1 'in 




7 


21 


r 
• * 


n.-3 7?^ 


A:n i tu'io 


11 Jf. 


1 




1 


7'^-l'">:» 






1 r 


• 


7';-170 


AmitiK^r K 


11^. 






7 


7?-ir>'5 


in<>. 


1 




r 

ft 


'■>f-157 


Antitu lo F 


^5. 


n 


21. 






"7.1 


?1 




21-15" 


Aptitu^f^ 






1 n 




2't-lf}'" 




3 


1<^ 


• • 


2I*-1?1 


Or i tor i '>n 




r 

» 


7. 


r 




'»5. 




n 


.n 


?l-*'n 


Are 








•) 


i^-rs 


30. 


p 


n 


.1 


17-''^l^ 


fif'ijcat i OP 










I'^-i? 


12. 


1 




. ^ 


r-ir. 


Expor i once 




0 




1 


i-?nr, 




0 


53 




l-2r.3 


^nresopt job) 
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APPENDIX 2 
COhPANIE!^ CONTRI RfJTP'G SAMPLES 

Co'nputer Science Corporation, HuntsvillO/ Alabama 
Haye*5 International Corporntinn^ B I rnf njrham, Alabana 
Scott Paper Conpany, Mobile, Alabana 

Enploynont Security ConmisBion, Little Rock, Arkansas 

Continental Carpet, City of Comnerce, California 

Cordiira, Inc., Los Anseles, California 

Crocker national Bank, Los Anjrelen, California 

^'ajor L. A. Company, City of Connorce, California 

ftotropolitan l/ater. District of Southern California, Los Angeles, 

Cal i fornia 
Monrovia Nursery, Anusa, California 
L'nitax Corporation, l/hittier, California 
U.iiteti California Bank, ArcaHia, California 
Pi tney-Bov/es, Starnfort!, Connecticut 
Travelers Insurance Coinpany, MartforH, Connecticut 
Deparf^ont of Conncrce, Tallahassee, Flori-^a 
Departnent of Motor Vehicles, Tallahassee, FloriHa 
Chica«;o Metropolitan flutual Assurance Company, Chicap:o, Illinois 
Lihby, flcrieill and Llbby, Chlca?:o, Illinois 
Prudential Life insurance Company, Chlca<;o, Illinois 
Inr^lana Enploynent Security Division, Indianapolis, Indiana 
John Hancock Mutual Life insurance Company, Boston, f -assachusetts 
f^assachusetts Division of Employment Security, Boston, Massachusetts 
Kelly Girl Services, Inc., Southfleld, MlchU^an 
Uniroyal, Inc., Allen Park, TMchigan 

The St. Paul Fire and Marine Insurance Companies, St. Paul, fUnnesota 
Prudential Insurance Company of America, Ne'/ark, Mov- Jersey 
Albuquerque Public Schools, Albuquerque, ^Jev/ flexlco 
Bernalillo County Medical Center, Albuquerque, Upvi Mexico 
ESC of Hew Mexico, A 1 buqt erquf*, Mev/ **ex i CO 
Department of Motor Vehicies, Albany, New York 

Me\/ York State Department of Taxation and Finance, Albany, Mew York 

State Insurance Fund, New York, Nev York 

Data Processing, of tht- South, Charlotte, North Carolina 

Columbia Gas System Service Corporation, Columbus, Ohio 

General Motors Corporation, Fisher Body Division, Columbus, Ohio 

Nationwide insurance, Columbus, Ohio 

First National Bank of Oregon, Portland, Oregon 

Blue Cross-Blue Shield of Texas/ Dallas, Texas 

Exxon L'SA, Houston, Texas 

Craln Motor Service Company, Inc., Clarksburf^, West Vlr/^lnla 

Union Carbide Corporation, Clarksburj?, \iest Vlrr.lnla 

V^heel ing-Pl ttsburg Steel Corporation, Wheeling, West Virginia 
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— — — DEPARTMENT OF lUArtOR ♦ w»ANK>We» ADMINISTRATION 

DESCRIPTIVE RATING SCALE 
RATING SCALE FOR 



D.OT. Title and Code 



Directions: Please read the "Suggestions to Raters" and then fill in the items which follow. In making your 
ratings, only one box should be checked for oaoh question. 

SUGGESTIONS TO RATERS 

We are asking you to rate the job performance of the people who work for you. These ratings will scr\e as 
a 'Yardstick** against which we can compare the test scores in this study. The ratings must give a true picture 
of each worker or this study will have very little value. You should try to give the most accurate ratmgs 
possible fi>r each worker. 

These ratings are strictly confidential and won*t affect your workers in any way. Neither the ratings nor 
test scores of any workers will he shown to anybody in your company. We are interested only in "testing 
the tests." Ratings are needed only for those workers who are in the test study. 

Workers who have not completed their training period, or who have not been on the job or under your 
supervision long enough for you to know how well they can perform this work should not be rated. 
Please inform the test technician abouv this if you are asked to rate any such workers. 

Complete the last question only if the worker is no longer on the job. 

In making ratings, don't let general impressions or some outstanding trait affect your judgment. Try to 
forget your personal feelings about the worker. Rate only on the work performed. Here are some more 
points which might help you: 

1. Please read all directions and the rating scale thoroughly before rating. 

2. For each question compare your workers with "workers-in-general" in this job. That is, compare your 
workers with other workers on this job that you have known. This is very important in small plants 
where there are only a few workers. We want the ratings to be based on the same standard in all the plants. 

3. A suggested method is to rate all workers on one question at a time. The questions ask about different 
abilities of the workers. A worker may be good in one ability and poor in another: for example, a very 
slow worker may be accurate. So rate all workers on the first question, then rate all workers on the second 
question, and so on. 

4. Practice and experience usually improve a worker^s skill. However, o»)e worker with six months* experience 
may be a better worker than another with six years' experience. Don't rate one worker as poorer than 
another merely because of a lesser amount of experiencf^. 

5. Rate the workers according to the work they have done over a period of several weeks or months. Don't 
rate just on the basis of one "good" day, or one "bad " day or some single incident. Think in terms of 
each worker's usual or typical performance. 

6. Rate only the abilities listed on the rating she6t. Do not let factors such as cooperativeness, ability to 

get along witli others, promptness and honesty influence your ratings. Although these aspects of a worker 
are important, the> are of no value for this study as a ^'yardstick" against which to compare aptitude 
test scores. 
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MA 7-66 
Apr. 1973 



NAME OF WORKER {PHnt) 



- IG - 



(Fint} 



SEX: MALE 



FEMALE 



Company Job Title: 



How often do you see this worker 
in a work situation? 

□ All the time. 

□ Several times a day. 
Q Several times a week. 

□ Seldom. 



How long have you worked with this worker? 

n Under one month. 
Q One to two months, 
n Three to five months, 
d Six months or more. 



A. How much can this worker get done? (Worker *s ability to make efficient use of time and to work at high speed.) 
(If it is pi>ssible to rate only the quantity of work which a person can do on this job as adequate or inadequate, 
use #2 to indicate "inadequate** and #4 to indicate **adequate.") 

□ L Capable of very low work output. Can perform only at an unsatisfactory pace. 
CD 2. Capable of low work output. Can perform at a slow pace. 

□ 3. Capable of fair work output. Can perform at an acceptable p;*ce. 
Cj 4. Capable of high work output. Can perform at a fast pace. 

O 5. Capable of very high work output. Can perform at an unusually fast pace. 

B. How good is the quality of work? (Worker's ability to do high-grade work which meets quality standards.) 

n 1 . Performance is inferior and almost never meets minimum quality standards. 

□ 2. Performance is usually acceptable but somewhat inferior in quality. 
Q 3. Performance is acceptable but usually not superior in quality. 

n 4. Performance is usually superior in quality. 

□ S. Performance is almost always of the highest quality. 

C. How accurate is the work? (Worker*s ability to avoid making mistakes.) 

CD 1 . Makes very many mistakes. Work needs constant checking. 

C 2. Makes frequent mistakes. Work needs more checking thin is desirable. 

Q 3. Makes mistakes occasionally. Work needs only normal checking. 

O 4. Makes few mistakes. Work seldom needs checking. 

O 5. Rarely makes a mistake. Work almost never needs checking. 
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D. How much docs the worker know about the job? CWorkcr*s understanding of the principles* equipment, materials 
and methiHls that have to do directV or indirectly with the work.) 

□ \. Has very limited knowledge. I>)es not know enougti to do the job adequately. 
Q 2. Hus little knowledge. Knows enough to get by. 

□ 3. Has niodciate amount of knowledge. Knows enougli to do fair work. 

□ 4. Has broad knowledge. Knows enough to do good work. 

□ 5. Has complete knowledge. Knows the job thoroughly. 

E. How large a variet> of job duties can the worker perform efficiently? (Worker's ability to handle several differ.^nt 
operations,) 

□ I. Cannot perform different operations adequately. 

□ 2. Can perform a limited number of different operations efficiently. 

□ 3. Can perform several different operations with reasonable efficiency. 
D 4. Can perform many different operations efficiently. 

□ 5. Can perform an unusually large variety of different operations efficiently. 

F. Considering all the factors already rated, and only these factors, how good is this worker? (Worker*s all-around 
ability to do the job.) 

□ 1. Performance usually not acceptable. 
C 2. Performance somewhat inferior. 

O .V A fairly proficient worker. 
O 4, Performance usually superior. 

□ 5. An unusually competent worker. 

Complete the following ONLY if the worker is no longer on the job. 

G. What do you think is the reason this person left the job? (It is not necessary to show the official reason if you 
feel that there is another reason, as this form will not be shown to anybody in the company.) 

Q 1. Fired because of inability to do the job. 

□ 2. Quit, and I feel that it was because of difficulty doing the job. 

□ 3. Fired or laid off for reasons other than ability to do the job (i.e., absenteeism, reduction in force). 

□ 4. Quit, and I feel the reason for quitting was not related to ability to do the job. 

□ 5. Quit or was promoted or rerssigned because the worker had learned the job well and wanted to advance. 
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APPENDIX h 

JOB D^.SCRIPTIO^! 
Job Tttlo : Key-Punch Operator (clerical) 715. 

Job f^Mmmnrv : Operatf^s alphnhetical and nu^nerical koy-ptinch or hry- 
tape machine by rapidly and accurately punchin.f^ cc^ed and uncoder! 
data onto tabulatinjt cards or rr.aRnetic tape. Places cards to be 
puncher! into cord hopper or loai<p majxnotic tape^ maninulates keys 
on keyboard to recor*^ data onto cards or maj^netic tape, and removes 
completed cards or nnarjnetic tane. 

I'.'ork Performed ! Obtains source data to be recorc^e'^ on cards or 
taoe fron supervisor or central point and places source data on 
read In", board. 

Picks up blank cards fron box and places then in card hopper or^ 
loads nap:netic tape in key-taoe machine. Turns on nain line switch 
to activate nachine. 

♦ Follows oral or written instructions on the correct forn>at to use 
in punchini? oro?ram cards on 5:ey-punch machine or enterinj^ prorra'n 
in projpcram memory usinjj established codes on key-tape nachine. 
Secures pro;?ran card to keypunch machine. 

Moves switches and depresses keys to select auton^atic or manual 
duplication an'^ skippln.n; and selects alphabetic or nuneric punching 
when aof^ropr iate. 

♦ Records coded and uncoded data onto tabulatinjn: cards or magnetic 
tape follov/in^r v.'rttten Information on source data by depressing 
keys corresponding to numbers or symbols on Tiachine keyboard. 

Picks up co'npleted cards or magnetic tape and removes them from 
card stacker or key-tape machine. 

Carries completed work in batches or In boxes back to supervisor 

or to central point where it can be picked up for verifying:. 

May verify punch cards or proofread typed copy produced from the 
magnetic tape, making corrections tc the tape as necessary. 

♦These job duties were designated as critical job duties. These 
duties are critical since they must be performed competently tf 
the job is to be performed In a satisfactory manner. Key-Punch 
Operators spend about 80"^ of their working hours every day per- 
forming these job duties. 
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